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1.0 General Provisions

I-l. Authorization

This By-law is adopted pursuant to the authorignged by Article LXXXIX of the
Constitution of the Commonwealth and General Lakger 41, sections I08A and 108C
and General Law Chapter 40, section 21.

[-2. Purpose

The purpose of this By-law is to establish a systépersonnel administration with
policies and procedures governing employment withénTown of West Tisbury, which
are consistent with the following merit principles:

(a) Recruitment, selection, and advancement aioperel shall be based on ability,
knowledge, education, and skill under fair and op@mpetition.

(b) Fair treatment of all applicants and employstesl be the goal in all aspects of
the personnel system which shall be administerétbwi regard to race, color,
religion, sex, sexual orientation, gender expressiational origin, political
affiliation, age, disability, or other non-merictars and with proper regard for
privacy and constitutional rights. (4/13/10)

(c) Retention of employees shall be determinecherbasis of their performance. A
reasonable effort shall be made to assist employlesnadequate
performance. If, following such effort, inadequperformance cannot be
corrected, separation shall occur.

(d) Employees shall be protected against coeraopdrtisan political purposes
and shall be prohibited from using their officiatlaority for the purpose of
interfering with or affecting the result of an elea or nominatiorfor office.
(4/8/03)

1-3. Application

(a) All town departments and positions, including posis funded by a grant or
other payment source, shall be subject to the gians of the By-law except
elected officials, those under the direction anatiab of the Up-Island
Regional School District Committee, and employem&red by contractual
agreement. Nothing in this By-law, however, shall &xtending the By-law to
otherwise exempt employees or officials.(4/13/10)

(b) Any grant written under the auspices of the Towallsdomply with the
Personnel By-law of the Town. Classification anchpensation of grant
employees and employees funded by other paymerdesomust be approved



by the Personnel Board. Benefits provided will bijsct to the discretion of
the Selectmen or the Personnel Board.

I-4. Personnel Board

The Board of Selectmen shall appoint a Personnatdconsisting of five members.
Members shall serve for three-year terms. Oneeofrtambers shall be a Town employee,
nominated following election by the employees goplénted by the Selectmen. Said
election shall be administered by the Town Admiaistr. Only employees described in 1-
6 (c & d) shall be eligible to vote and serve omBoard. No elected official of the Town
or more than one Town employee shall be appoiatdioket Board. (04/09/02) (4/13/10)

[-5. Rules of Interpretation

(&) The By-law is intended to be in accordance witlapgplicable state and federal
laws and collective bargaining agreements. Iretrent of inconsistencies with
the applicable state or federal law or collectigegaining agreement, the
applicable law or agreement shall apply.

(b) Words imparting the singular number may extendl@ndpplied to several
persons; words imparting the masculine gender sighlide the feminine
gender.

1-6. Definitions
The following definitions shall apply:
(a) “Town” shall mean the Town of West Tisbury.

(b) “Employee” shall mean an employee of the Town ogmga position in the
classification plan.

(c) “Full-time Employee” shall mean an employee workingnty (20) or more
hours per week for fifty-two (52) weeks a year, nsimuthorized leaves
provided for in these Personnel By-laws. Leavestsmefits shall be based on
the average number of hours or days of work sughl@mee is required to
perform. An employee working more than one paretjob whose hours total
twenty (20) or more per week shall be considerddifoe.

(d) “Part time Employee” shall mean an employee work&sg than twenty (20)
hours per week for fifty-two (52) weeks a year.tRiare employees will not be
eligible for leaves and benefits as outlined is By-law.

(e) “Temporary Employee” shall mean any employee rethio accomplish a
specific task, for a period not to exceed six @godar months. The position
will be paid from the existing regular compensatiten, at the appropriate



(f)

(9)

(h)

(i)

0)

(k)

()

level. Temporary employees are not eligible fordfs as outlined in this By-
Law.

“Seasonal Employee” shall mean an employee hiredrf@nnually recurring
position, not to exceed six (6) calendar monthas8eal employees will be
paid from the Seasonal Compensation Plan, and otayra step increases
after the first year of employment upon the recomatagion of the hiring
authority. Seasonal employees are not eligibldémefits as outlined in this
By-law.

“Contract Employee” shall mean any employee higgdhfspecific task through
a bidding process. The contract employee’s compiensaill be determined
through negotiations for the contract. Contracpleyees’ compensation will
not be controlled by the regular compensation planwill they receive step
increases if hired more than once. They are mgibkd for benefits under this
By-law.

“Grant Employee” shall mean any non-contractuaiMiddial employed by the
Town under the auspices of a grant.

“Emergency Employee” shall mean any employee tored non-competitive
basis for a period of time not to exceed forty-f{¢8) days. An emergency
employee is hired as a substitute for a reguldofypart-time employee who is
on leave, has left the position and a replacemeniybt to be hired or for
similar unforeseen circumstances, to prevent sgggpépublic business.
Emergency hiring is a form of temporary hiring. eldmployee will be paid at
the same grade, but not necessarily the samesstéipe employee being
replaced. (4/13/10)

“Appointing or Hiring Authority” shall mean any bahor official authorized
by General Law or otherwise to appoint employeesemployee of an elected
board shall be hired by the board; an employea @pgointed board shall be
hired by the Board of Selectmen. (4/8/03)

“Department Head” shall mean the official, indivadiuboard, or other body
directly responsible for supervising a departmesgirations and activities. For
the purpose of this By-law, where the employeeuiestjon is the Department
Head or the only employee, the Appointing Authosityall be deemed the
Department Head.

“Department” shall mean any department, board, citt@@) commission, or
other agency of the Town subject to this By-law.

(m)“Continuous Service” shall mean employment uninigted except by

authorized leaves.



(n) “Day” shall mean the average number of regularhesitiled working hours the
employee is required to perform his/her dutiedtierTown in a given twenty-
four (24) hour period. For employees with variatieinscheduled working
hours, “Day” shall mean the average weekly totdiairs worked, divided by
five. (4/8/03) (4/13/10)

(o) “Service” for the purpose of vacation status oshall mean paid service in the
Commonwealth or in any political subdivision thdrpoor to entry into Town
service, provided that no break in service of tlyegrs or more occurred
between such termination of employment and entramoeservice of the
Town. In order to credit such prior service towdtus establishment of
vacation status, a person must be employed bydiva & full year and submit
to his/her Department Head documentation of suchicgeexecuted by the
appropriate official of the Commonwealth or anytsfpolitical subdivisions. (
4/13/10)

[-7. Amendment of the By-law. This By-law may beearded at any annual or special
Town Meeting.

2.0 Administration

2-l. Responsibilities of the Personnel Board. TaesBnnel Board shall be responsible for
the administration of this By-law. The responsil@8 of the Personnel Board shall be as
follows:

(a) Maintain an effective personnel system, by estaiigspolicies, procedures
and regulations to ensure proper administratigch@fTown’s Personnel By-
law, and prepare an annual report.

(b) Formulate and review the classification and comatms plans every five (5)
years and annually review the pay schedule a®shtih Section 7.3 of this
By-law. The classification and compensation plarisbe reviewed
concurrently.

(c) Evaluate and classify positions, review requestsddassification, and cause a
review of all positions in the classification planappropriate intervals in
accordance with proper personnel practices.

(d) Monitor the implementation of the Town's persorByellaw and practices.

(e) Provide advice and assistance to Department Heagdsrvisory personnel and
employees on all aspects of personnel management.

(H) Supervise and maintain a centralized personnetddaeping system.



(g) Evaluate the effectiveness of forms used in theidtration of this By-law
and update as necessary. (4/8/03)

(h) Approve step increases as recommended by Departheants and Appointing
Authorities.

() Review and recommend the annual wage adjustmeremage, as
appropriate, subject to Town Meeting approval.

() The Personnel Board may employ assistance andéxpanses, as it deems
necessary, subject to appropriation of funds.

3.0 Personnel Records

3-l. Centralized Record Keeping. The Personnel 8shell be responsible for establishing
and maintaining personnel records as may be rebbiréaw and are necessary for
effective personnel management. All employees soatiply with and assist in furnishing
records, reports and information as may be requdsté¢he Personnel Board.

3-2. Contents of Records. The Personnel Board shallteaaian individual personnel file
for each employee which may include, but not bé&dichto, the following:

(&) The employment application.
(b) A copy of all background investigation reports.

(c) A copy of any physical examination reports and the@ports shall be kept in a
sealed envelope in the employee’s personnel file arseparate file and
maintained in accordance with applicable law oulagpns.

(d) A report of all personnel actions reflecting thggmral appointment, promotion,
demotion, reassignment, transfer, separationyofflaResults of tests, history
of employment and correspondence directly relaie¢tie employee's past
employment record, reclassification or change éneinployee's rate of pay or
position title, commendations, records of discigtinaction, employee's
response to disciplinary action, training recopsformance evaluation, and
other records that may be pertinent to the emplsy@aployment record.

3-3. Access to Records. Personnel records shall bedewad confidential and access to
records shall, unless circumstances dictate oteerwee limited to the chairman of the
Personnel Board, persons authorized by the PersBoaed, appointing authorities, the
Board of Selectmen, and the Town Administrator. Amployee may upon request to the
Personnel Board have access to review his persblendihe employee's review of their
employment record shall be in the presence of #mdred personnel employee, the Town
Administrator, or the Board of Selectmen.



3-4. Release of Information. Unless written auttation is received from an employee,
no information concerning that employee other thiaployment verification shall be
released, unless dictated by law.

4.0 Recruitment and Appointment

4-|. Coverage. All employees.

4-2. Policy. The Town shall make every effort tivaect and employ qualified persons.
Every person regardless of age, race, creed, e@bonality, religion, sex, sexual
orientation, gender expression or disability appyfior employment in the town shall
receive equal treatment. The recruitment, seleei@hpromotion of candidates and
employees shall be based solely on job-relateeri@ias established in the position
descriptions and in accordance with proper perdqraetices.

4-3. Recruitment. All Department Heads shall lspoasible for the recruitment and
selection of personnel. The qualifications, classifon and wage range for positions shall
be established in accordance with the classificatitd compensation plans.

(a) Notice of Vacancies. Department Heads shall, upendentification of a
vacancy or on the authorization of a new positmwapare a job vacancy notice.
The job vacancy notice shall include: the job tittajor duties of the position,
gualifications, wage range, a closing date foriappbns, and application
instructions.

(b) Posting and Advertisement of Job Vacancy Noticesicss of vacant
positions, not including emergency appointmentsll &ke posted for fourteen
(14) business days on the Town Hall bulletin bodahb vacancy notices shall be
placed in a local newspaper at least fourteendax$ prior to the close of
applications. Advertising should be adequate toenthat a sufficient number
of qualified applicants apply for available vacasci

(c) Applications. All candidates applying for emyahoent in the Town shall
complete an official employment application forndaaturn the form to the
Appointing Authority prior to the end of the workjay of the closing date
specified for the position announcement. Each eaptishall sign the form, and
the truth of all statements shall be certified ey &pplicant's signature. All
candidates who complete the employment applicétion accurately and
honestly shall be entitled to a fair and equitablgew of their qualifications.

(d) Examinations. The Appointing Authority may ré@guan examination as one
part of the selection process. Examinations mayriieen, oral, practical,
physical or any combination thereof and shall bevemnt to the requirements of
the position. A pre-employment physical examinatizay be required of all
full time new personnel by a practicing physiciapproved by the Department



Head. This report is to be made on a form provigethe Town. Examination
is to be at the expense of the Town.

(e) References. A candidate's former employergrsigors, and other references
shall be contacted as part of the selection proéefsrences and other
background investigations shall be documented aamtkrpart of the applicant's
file. All reference checks and investigations shalcompleted prior to the offer
of employment.

(f) Application Records. The application, documéntaof reference checks, and
related documents submitted shall be maintainetidjpepartment Head and
after filling of a vacancy materials shall be tudrever to the Personnel Board.
The Personnel Board shall maintain applicationndséor the period required
by law. Appointing authorities, Department Headd tre Personnel Board
shall, to the extent possible, maintain the comfiiddity of any application.

4-4. Appointment. The decision to hire an emplosfeal be initiated and approved by the
Department Head or Appointing Authority after reviey the Personnel Board. Al
appointments shall be confirmed in writing by thegpainting Authority and shall be
subject to the limitations of its appropriation.€lritten notice of appointment shall
include the wage, the starting date, and appr@paddlitional information. Copies of the
notice of appointment shall be provided to the &amel Board (see section 3-I). (4/13/10)

4-5. Failure to Report. An applicant who acceptagpointment and fails to report to work
within three days after the date set by the Appagnfuthority or the Department Head
shall be deemed to have declined the appointmehthenoffer of employment shall be
withdrawn. (4/13/10)

5.0 Orientation and Probation

5-1. Coverage. All employees.

5-2. Policy. Appointing authorities shall inform new playees of their rights,
responsibilities, duties, and obligations. Perfaragaof all new employees must
meet acceptable work standards.

5-3 Orientation. Appointing authorities or the@signee shall:
(a) notify the new employee of a date, time, and ioodior starting work;

(b) provide the employee with a copy of this persofelaw the sexual harassment
policy, the sick bank policy, the handbook for lbfficials, and the State
conflict of interest laws, and thoroughly explalhthe benefits and options the
employee is entitled to, and assist the employ#e esampletion of appropriate
forms; ( 4/13/10)



(c) provide on-site training and orientation regardspegcific rules, regulations,
policies and procedures of the employee’s assigepdrtment, including the safety
policies and procedures. (4/8/03)

5-4. Probationary Period. All newly appointed anohpoted employees shall be required
to successfully complete a probationary periodetimimmediately upon the employee's
starting date or promotion and to continue forxa8) month period, which may be
extended by the number of days the employee map$ent from work. The probationary
period shall be utilized to help new and promotegpleyees achieve effective performance
standards. The probationary period shall be usetdoppointing Authority to observe
and evaluate the employee's conduct and work halptsn expiration of the probationary
period, the Appointing Authority shall notify theRonnel Board in writing that:

(a) The employee's performance meets satisfastanglards and the individual will be
retained in the position; or

(b) The employee's performance, due to extenuatingmstances, requires additional
observation and that the probationary period vélelztended for one additional
three (3) month period; or

(c) The employee's performance or conduct was sfeetbry, stating the specific
reasons, and that removal will occur.

(d) The employee may be removed by an Appointinthéuity at any time during or
following the probationary period if the Appointidgithority determines that the
employee intentionally falsified information reladito his or her application for
employment. Moreover, an employee may be terminsitegly by providing
notice to said individual during the probationagyipd that such person was unable
or unwilling to perform the required duties, orgesyed conduct, habits, or
dependability which did not merit continuing thepayee in the position. There is
no requirement for “cause,” “just cause” or otht@ndard of proof, so long as the

determination to terminate was not made for a tiscatory reason. The affected

employee is not entitled to a hearing unless theae(s) given are such that they
merit a so-called “name clearing hearing” to prevba person from being able to
gain employment elsewhere. In any event, the ersployill not be entitled to
regain his or her position, regardless of the auteof such name-clearing hearing.

The employee and the Personnel Board shall baetbiif writing of the reasons

for the termination and the effective date of tbiéos.

6.0 Classification Plan

6-1. Coverage. All employees except contract eyges.

6-2. Policy. The policy of the Town is to establand provide a uniform system for
classifying all positions and to establish progationships between positions based on
the level of responsibilities assumed and the minmngualifications required to perform



the job so that the same schedule of compensa@gyrbeapplied to each class, ensuring
equal pay for equal work.

6-3. Contents of the Classification Plan. Thegifastion plan shall consist of the
following:

(a) Position Descriptions. Position descriptiomsgositions which are similar in
duties, degree of difficulty and level of respoiigipso that each position in the
class can |) be given the same job title; 2) regegsentially the same training and
experience; 3) be filled by substantially the sanethods of selection; and 4) be
of same relative value and therefore deserving@tame range of
compensation.

1. Each position shall have a written description. @ascription shall consist of
a statement describing the nature of the work, gkesrof typical duties, the
required minimum knowledge, skills, training, aip#s, experience and
necessary special qualifications.

2. Position descriptions are intended to be represeataf the positions in a
class and provide illustrations of the type of wpétformed, and do not
necessarily include all duties performed. Positlescriptions are not
intended to be restrictive. Qualification statersanteach position
description establish desirable minimum requiresémt should be met by a
person before appointment, transfer, or promotiaa position in the class.

(b) Position Titles. The title of each class o$iion shall be the official title of
every position allocated to the class, and shalldssl for administrative purposes
such as payroll, budget, financial and personrrehdcand records. No person
shall be appointed or promoted to any positioméTown under a title not
included in the classification plan. No employmenpromotion hereunder shall
become effective until such time as the approjratir other monies out of
which the compensation is to be paid shall be aatequ

(c) Change in position description or title. Themeeing board shall submit a new
position description and any change in positida ta the Personnel Board for
evaluation and classification.(d) No employee efTlown shall hold two or more
different Town jobs, the performance or schedutiigzhich may either be in
conflict or exceed a 40 (forty)-hour workweek.

6-4. Administration of the Classification Plan. efRersonnel Board shall have
responsibility for the administration of the cldgsition plan and shall be authorized to:

(a) complete studies of new positions and makeaiions to existing classes,
establish a new class of positions, or deletess@&positions;



(b) provide for studies of existing positions wlikere has been a substantial change
in the duties and responsibilities, which justibnsideration of possible
reclassification;

(c) conduct periodic studies to insure the clasaiibn plan remains uniform and
current; and

(d) develop procedures to determine the propesifieetion of each position and
classify positions.

6-5. Classification of New Positions. Appointing autities proposing the creation of
new positions shall provide the Personnel Boatt widescription of the duties, skills,
knowledge, abilities, and other work performanaginements of a proposed position in
sufficient detail to enable the Personnel Boaraipropriately classify the position.

6-6. Reclassification of Positions and PeriodiciBeg. Positions may not be reclassified
without the overseeing board submitting a new psiescription and any change in
position title to the Personnel Board for evaluatidhe Board shall at five-year intervals
review all positions subject to the classificatman in accordance with proper personnel
practices. Any change to the classification plasuigject to approval of the Town. (4/8/03)

6-7. Classification Plan. The classification pleappended to this By-law and shall be
considered a part of this By-law.

7.0 Compensation Plan

7-1. Coverage. All employees except contract engrsy

7-2. Policy. The Personnel Board shall annuallgldisth a compensation plan. The
compensation plan shall be related to the classific plan and shall consider: relative
responsibilities between various classes; wage fatecomparative type of work;

economic conditions in the labor market; fiscaiges of the Town; and ratified labor
agreements. Employees shall be paid in accordaiticeh rates in the compensation plan.
(4/13/10)

7-3. Pay Schedule. The Personnel Board shall restewally the established Pay
Schedules. It shall keep informed as to pay ratdgalicies outside of the Town and shall
recommend to the Town any action deemed desiralif@intain a fair and equitable pay
level. Any changes in the compensation plan afiggbay schedules are subject to
approval of the Town.

7-4 Starting Rates for New Appointments. Persop®iaped to positions shall be paid at
the minimum wage rate, except tHadwever, the Appointing Authority may recommend
compensation at a higher rate on the basis of @gogbqualifications or a lack of
gualified applicants available at the minimum r&ech a request shall be made to the
Personnel Board in writing by the Appointing Autityat the time of employment or at

10



the expiration of the probationary period. The Bengl Board shall approve or disapprove
the request.

7-5. Step Increases. Progression through theaatges normally will be one step annually,
unless otherwise recommended by the Department &tehdpproved by the Personnel
Board. Step increases may be given only on the loésiatisfactory work performance as
certified annually by the Department Head.

7-6. Performance Evaluations. All employees, reigas of their position on the
Classification Plan, shall have an annual writterigrmance evaluation, which shall be
prepared by the Department Head or Appointing Atityhon such form as is approved by
the Personnel Board. The Performance Evaluatidhtsthaubmitted to the Personnel
Board on the first day of the month in which thepdoyiee's anniversary date falls. If an
employee has had a change in status his performeaviesv shall be one year after such
change. The Performance Evaluation shall includegbhommendations for a step increase
or the denial of a step increase by the Departideat! or Appointing Authority if
applicable. The employee's new rate, if grantell b@come effective on the employee’s
anniversary date.

7-7. Promotion. An employee who receives a proonashall be compensated at the rate
of pay that is closest to but greater than the eya@d's current rate of pay or at a step that
the Appointing Authority, subject to approval oétRersonnel Board, believes the
employee's qualifications and performance warrant.

7-8. Working out of Grade.

(a) Employees temporarily assigned to a higheregshiall, after actively working
two consecutive weeks in said higher grade, bé@emto receive the wage of the
higher grade at least one step higher than theogmwk current wage. The two
weeks shall be exclusive of sick leave or vacdgane. An employee shall have
the right, without fear of discrimination, to refupermanent assignment to a
higher job grade; provided, however, the Town rtdéine right to abolish the
lower grade position. (4/13/10)

(b) If any current employee should be reclassifted lower rated job, he/she shall
enter it at a rate no lower than his/her existatg.r

7-9. Notice of Employment. Appointing authoritesall notify the Personnel Board of all
persons employed, the classification, and theafatempensation (see section 4-4).

8.0 Overtime
8-1. Coverage. All employees except contract eyges.

8-2. Policy. The Town shall pay overtime in confiance with the Fair Labor Standards
Act (FLSA). Department Heads shall be responsitiéte control and authorization of
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overtime. Overtime shall be authorized only in egeearcies at the discretion of a
Department Head. Employees shall be compensatedéotime at an hourly rate of time
and one half for all hours worked over 40 in a w8g&le Town has adopted a 28-day work
cycle for the Police Department as provided byise@07(k) of the FLSA. With the
approval of the Department Head, an employee nexy ebmpensatory time off at the rate
of time and a half for all hours worked over 4@&iweek. An employee accepting
compensatory time agrees that a request to takedihusing compensatory time may be
refused by the Department Head if it would resultalling in another employee at
overtime.

8-3. Authorization. It is the responsibility ofetlbepartment Head to control and minimize
overtime. It shall be authorized by him/her in @dlse and shall be kept within the
appropriated funds. The Department Head shallralsatain records of all overtime
granted to each employee.

8-4. Deleted (4/13/10)

9.0 Police Department

9-1. Coverage. All Officers of the Police Departineitl be compensated for hours
worked in excess of their standard established wohkedule, and those hours shall be
classified as overtime and be compensated at afratd/2 (one and one half) times their
base pay on an hourly basis.

9-2. Court Time. Court appearances, made by POlftieers, that occur outside of their
regular duty hours (requiring them to work morentd@ hours) will be compensated at a
rate of 1-1/2 (one and one half) times base pagnamourly basis with a minimum of 4
(four) hours. If court time exceeds 4 hours, conspéion will be paid for each additional
hour worked.

9-3. Duty Overtime. Overtime pay will be paid at tiate of 1-1/2 (one and one half) times
their base wage for hours worked as a result @nelihg a tour of duty on a shift to
properly complete an investigation or work assigniné/ork completed within a portion

of an hour will be compensated for the full hodf18/10)

9-4. Extra Duty. Police Officers who are requiredvork in excess of their standard
established work schedule while assigned to speeaits, investigative duties,
emergencies and other Town situations, as detednmpé¢he Police Chief, will be
compensated at the rate of 1-1/2 (one and onetha#¥ their base wage with a minimum
of 4 (four) hours. (4/13/10)

9-5. On Call Duty. Police Officers who are aseidho an On Call Shift shall be compensated
$75 per shift. In addition, if called out, the OallMDuty Police Officer who is assigned to be “on
call’ shall be credited for actual time worked imeshour increments, at his/her overtime rate.
(11/15/11)

9-6. DetectiveStipend. Police Officers who are assigned to ébtte Responsibilities”
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will be compensated at a rate of $28.00 per week.

10.0 Holidays

10-I. Coverage. Full-time employees except caheaployees.

10-2. Recognized Holidays. The following holidaysll be recognized by the Town on
the day on which they are legally observed by tbm@onwealth of Massachusetts, and
on these days’ employees, without loss of pay] bleaéxcused from all duty except in
cases where the Department Head determines thatribleyee is required to maintain
essential Town services. Holidays which fall oreéuglay will be observed on the
preceding Friday and those falling on a Sundaylvélbbserved on the following Monday.

New Year's Day, Martin Luther King Day, Presidebtay, Patriots' Day, Memorial Day,
Independence Day, Labor Day, Columbus Day, Vetekzeng Thanksgiving Day, Day
after Thanksgiving, Half day last work day befot&i€tmas, Christmas Day.

10-3. Terms of Holiday Pay. Holiday pay shallgoanted as follows:

(a) Employees paid on an hourly basis shall recameeday's pay at the regular rate
of the employee based on the number of hours ndgasleheduled on the day on
which the designated holiday occurs; and

(b) Holiday pay shall be granted to an employee&ideal that the employee shall
have worked on the employee's last scheduled wgpdary prior to such holiday,
the next regularly scheduled working day followswgh holiday, or was in full
pay status on such preceding and following daykaordance with other
provisions of these regulations, or was approgyiaecused.

(c) An employee working on a paid holiday shalleige in addition to holiday pay,
overtime at a rate in conformance with Sectiond@-this By-law.

(d) In the event of an emergency or inadequate ovaep a Department Head who
must work on a paid holiday, upon approval of thigpdinting Authority, shall
receive, in addition to regular earnings, straighe based on their calculated
hourly rate.

(e) If the holiday falls on an employee’s regulatheduled day off, he or she will be
entitled to either an additional day’s pay at ginatime or a paid day off, with the
approval of the Department Head.

11.0 Vacation Leave

I1-1. Coverage. All full-time employees except tract employees.

[1-2. Vacation Granted.
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(a) An employee in continuous service shall be gratwed(2) weeks (twice the
number of days regularly scheduled in each weelaotion with pay after
completion of one year of service but less thaa f®ars of continuous service.

(b) An employee in continuous service shall be gratitesk weeks (three times the
number of days regularly scheduled in each weelgpoétion with pay after five
(5) years of continuous service but less than1@hyears of service.

(c) An employee in continuous service shall be grafdgadweeks (four times the
number of days regularly scheduled in each weelgpoétion with pay after ten
(10) years of continuous service. (4/8/03)

(d) An employee in continuous service shall be grafitedweeks ( five times the
number of days regularly scheduled in each weelaoétion with pay after
twenty-five(25) years of continuous service. (48)/Effective date 7/1/14)

[1-3. Scheduling. Requests for vacation periodsrdividual employees shall be
approved by the Department Head so long as theyptmterfere with the operation of the
Department. Vacation should be taken in the tweteaths following the year in which it
was earned. Unused vacation may be carried forintydhe next twelve month period
and requires the written approval of the Departritetd. Carried over vacation time not
so utilized within the next twelve month period lsba forfeited. A copy of the written
approval must be submitted to the Personnel Bg¢&t@/03)

I1-4. Vacation Benefits upon Termination. Upomrtmation, an employee or the
beneficiary of a deceased employee shall be paziremunt equal to the vacation
allowance as earned and not granted in the vacgi@anprior to such termination. In
addition, payment shall be made for that portiothefvacation allowance earned in the
vacation year during which termination occurredaghe time of the employee's
separation from the payroll with the following egptiens:

(a) The employee had not completed his/her probatioparipd.

(b) The employee failed to give proper notice of teation. (See termination of
employment).

(c) The employee was terminated due to delinquenecgisconduct on the part the
employee.

11-5. Other Uses of Vacation Leave. At the disonedf the Appointing Authority and the
approval of the Personnel Board, sick leave useadess of that authorized may be
charged to vacation leave. Notice of such a detsiall be provided to the Personnel
Board.
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I1-6. Additional Days’ Vacation. An employee dia@ granted another day of vacation, if
while on vacation leave a designated holiday occurs

11-7. Working on Vacation. With the approval of thepartment Head, an employee, in
continuous service of at least 10 (ten) years, ehegt to work up to half of earned vacation
time from the current year at regular compensatioaddition to paid vacation. Exceptions
may be granted by the Personnel Board.

11-8. Return of Former Employees. A former empdoydo returns to Town service
within three years from the date of separation feemvice shall be credited with the length
of service attained at the termination of his prasiservice, for the purpose of vacation
status. Any such employee who returns more thae tears after separation from service
shall not receive credit for a former period ofvisr in calculating vacation.

11-9. Entittement When on Leave with Pay. Vacatiadits shall accrue to a person while
on leave with pay or industrial accident leave.

12.0 Sick Leave
I2-I. Coverage. Full-time employees except carteanployees

I2-2. Granting of Sick Leave. Accrual of sickvegor employees who have successfully
completed the required probationary period shalititbe rate of one and one-quarter days
for each month of service completed. Upon compmhetif the probationary period an
employee shall be credited with seven and ong(hdlf2) days of sick leave.

I2-3. Use of Sick Leave. Sick leave shall be ggdrto an employee only when the
employee is incapacitated from the performanceibéd by personal sickness including
pregnancy, injury or a quarantine by public healithorities. Injury, iliness, or disability,
self-imposed or resulting from the use of alcohalimgs, may not be considered proper
claim for leave under this section, except in thgecof an employee under the care of a
physician or participating in a recognized treatt@rehabilitation program.

12-4. lliness in Immediate Family. The Departmeat#li may allow paid time off not to
exceed 7 (seven) days in case of serious illneeirmmediate family of the employee
which requires the personal presence of such emeldyhe 7 (seven) days need not be
consecutive calendar days; they are charged tdesvie; are allowed on an annual basis;
and may not be accumulated if not used. Immedéately for the purpose of this rule
shall, except in unusual circumstances, includéing, wife, domestic partner, children,
parent brothers or sisters and step family. (4)9/13

I2-5. Accrual of Sick Leave. An employee shalldbedited with the unused portion of

leave granted under this section up to a maximui6fdays upon termination or
resignation. No sick leave credits will be accrudtle absent on leave without pay.
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12-6. Separation Benefit. Upon retirement, deathesignation of an employee, or
termination by dismissal through no fault or deliegcy of his own, the Town shall pay to
the employee or his estate, as the case may laeamt of money equal to 25% of the
employee's accumulated unused sick leave up toxarmm of 120 days as of the effective
date of retirement, resignation, or terminatiordismissal through no fault or delinquency
of his own, or the day of death. The rate of paytlie sick leave shall be based on the
number of hours per week for which the employesmgployed by the Town at the time of
retirement, resignation, termination by dismishabtigh no fault or delinquency of his
own, or death.

I2-7. Notification. Sick leave will commence oretate and time that notification of the
employee's sickness, injury or quarantining is igiteethe Department Head by the
employee or the employee's family or physiciantifiéation shall be made to the
employee's supervisor, if possible, prior to stgrtime but no later than one hour after
starting time.

12-8. Certification of lllness. A Department Heady request a physician's certificate of
illness after three consecutive days absence @raferies of repeated absences during the
year. The Town reserves the right to disciplindischarge an employee that abuses or
overuses sick leave.

[2-9. Sick Leave Register. Department Heads oAointing Authority shall maintain

an adequate register of employee sick leave, lmaitued and granted for each employee.
Copies of such a register shall be provided teethployee and submitted to the Personnel
Board upon request. Department Heads or Appoiturtforities shall clearly indicate on
their payrolls all payments for sick leave, andrasponsible for the control of such sick
leave in their department. Sick leave which isleguately documented may be revoked
by the Personnel Board.

I2-10. Workers' Compensation. At the discretiothaf employee, and with Personnel
Board approval, accumulated sick leave, vacatioe tind overtime may be used to
compensate for the difference between the workergensation benefit and the
employee's normal base pay.

12-11. Sick Leave Bank

(a) Full-time employees may choose by written raztfon to contribute two of
their own sick leave days initially, and then ome year thereafter, into a sick
leave bank. The Bank will be administered by a Siektve Bank Committee
consisting of three members and one alternate sBalebe the Town
Administrator and the other two shall be contribgtemployees, one being a
Department Head. The two employee members musebieé by members of
the Bank. The term of office shall be two yeargshwio more than two
succeeding terms. The alternate member shall batalmting employee,
elected in the same manner, and serving the sametethe other members of
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the Committee. In the event of a committee vacatheyPersonnel Board
employee representative will serve as an actinglmeewf the committee.

(b) This Committee shall be empowered to make raesregulations consistent
with the intent of the By-law.

(c) The Committee shall designate a yearly enraitrperiod during which time all
eligible employees will be asked to indicate, intwvg, their desire to be
included in the sick leave bank. Note: Under thesand regulations of the
Committee, the annual enrollment period is the mahtuly.

(d) An employee who has exhausted all of his/henmtilated sick leave can make
written application to the Committee for use of lbdays in case of serious
long-term iliness. However, employees who had oioed the Sick Leave
Bank (as above) shall not be eligible to draw ftbmbank.

(e) A majority vote of the Committee shall be nasegg for the granting of sick
leave bank days, and in making its decision the iGibti@e shall review the
facts surrounding the request. A maximum of 30 eke days can be
awarded by the committee without further review.

(f) If the decision of the Sick Leave Bank Comnette not favorable, it may be
appealed to the Personnel Board of the Town faewe\and the decision of the
Personnel Board shall be final and binding andsabject to further review.

(g) If the Sick Leave Bank is exhausted, it shalrénewed by the contribution of
one additional day of sick leave by each membeem@a/by this Sick Leave
Bank. Such additional days will be deducted fromeémployee's annual sick
leave. The Sick Leave Bank Committee shall detezrthie time when it
becomes necessary to replenish the Bank.

13.0 Bereavement Leave

I3-1. Coverage. All Full-time employees excephttact employees.

I3-2. Policy. Emergency leave of up to five (8yd may be granted for a death in the
employee's immediate family. Immediate family shalude: wife, husband, domestic
partner, mother, father, grandfather, grandmottteld, brother, sister, mother-in-law,
father-in-law, sister-in-law, brother-in-law, grarild and step-family. Compensation
shall be limited only to the time lost from the dayge's normal straight time schedule.
(4?9/13)

14.0 Temporary Military Leave

I4-1. Coverage. All Full-time employees excephitact employees.
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14-2. Policy. Employees called for temporary pérof training in the military forces of
the nation or the Commonwealth shall be paid feer@od of up to fifteen (15) days per
year, an amount equal to the difference betweamngroyee's normal straight time
compensation and the amount received for suchcgemygon presentation of evidence of
the amount paid for military training. Employeesglshemain entitled to vacation leave.

15.0 Jury Leave

I5-1. Coverage. All employees.

I5-2. Policy. Employees called for jury duty shad paid for the amount equal to the
difference between compensation which would haea Ipaid for the hours missed
because of jury duty and the amount paid by thetcexcluding allowance for travel.
(4/8/03)

16 .0 Family and Medical Leave

The following is a good-faith effort to summarizs®e of the provision of the Family and
Medical Leave Act (FLMA).

I6-I. Coverage. All Full-time employees.

16-2. Policy. Entitlement to Leave: Subject totgmation by the appropriate health care
provider, an eligible employee shall be entitled total of 12 (twelve) unpaid work weeks
of leave during any 12 month period for one or nairthe following:

(a) Because of the birth of a child of the emplogeé in order to care for such child;
(b) Because of the placement of a child with th@legee for adoption or foster care;

(c) In order to care for the spouse, or a son, lokaugor parent, of the employee, if
such spouse, son, daughter, or parent has a shgalik condition;

(d) Because of a serious health condition that séke employee unable to perform
the functions of the position of such employee.

16-3. Expiration of Entitlement. The entitlementdave for the birth or placement of a
child shall expire at the end of the 12-month pbeginning on the date of such birth or
placement.

16-4. Intermittent Leave or Reduced Hours Schedi@ave may be taken intermittently or
a reduced hours schedule may be taken with theewriécommendation of the
Department Head and approval of the Personnel Bhaave taken intermittently or a
reduced hours schedule shall not result in a remut the total amount of leave to which
the employee is entitled.
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16-5. Relationship to Paid Leave. The employee efagt, or the Department Head may
require the employee to substitute any of his/hered paid vacation leave or personal
leave for any part of the 12-week period of suelvée

16-6. Notice. In any case where the expected lsdeeeseeable, the employee shall
provide not less than 30 days’ notice before thedas to begin. In cases where 30 days’
notice is impossible, the employee shall providghsuotice as is practicable.

16-7. Employment and Benefits Protection. At thgition of the leave, the employee
shall be restored to the previous position withdhame status, pay, length of service credit,
and seniority as of the date of the leave. The eye@ shall not be entitled to the accrual of
seniority or other employment benefit covered by By-law during any period of leave.

17.0 Personal Leave
17-1. Coverage. All Full-time employees exceptrittact employees”.

[7-2. Policy. Each Full time employee, after toenpletion of one year's service, shall be
allowed up to three (3) days of leave with full maying each year for the purpose of
transacting or attending to personal, legal, bssiee family matters which require absence
during regular working hours. Leave under thisisacthall be available for reasons of
hardship or other pressing need and not merelgdmonal convenience. Full or half day
increments may be taken. Days or half days carmatbumulated or carried over.

18.0 Leaves of Absence

I8-1. Coverage. All employees.

I8-2. Policy. Unless covered elsewhere in thisl&y:; all leaves of absence shall be
without compensation.

18-3. Scheduling and Approval. Leave of absentieont pay may be granted for a period
not to exceed six months, but may be extendeddomore than two additional three-
month periods. The decision to grant a leave ofradxs shall be initiated and approved by
the Department Head or Appointing Authority afeview by the Personnel Board.

18-4. Benefit Entitlement. An employee on a leafvabsence without pay shall not accrue
sick leave, vacation leave or be eligible for hajighay.

19.0 Longevity Pay

19-1. Coverage. All Full-time employees excepttcact employees.

[9-2. Policy. Annual Longevity increments shadl &s follows:
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(a) Upon completion of 10 (ten) years of continuous lempent to the Town,
an employee shall be paid an additional 1% of theleyee’s base hourly
rate multiplied by the scheduled number of the &daoir the previous year.

(b) Upon completion of each additional five (5) yearipd of continuous
employment to the Town, an employee shall be paiadalitional 1% of the
employee’s base hourly rate multiplied by the saletinumber of the
hours for the previous year. (4/9/13)

19-3. When Paid. Longevity pay shall be paid t@eployee on his anniversary date.

19-4. Definition of Continuous Employment. Contingemployment shall mean
employment uninterrupted, except by authorizeddeav

20.0_Sexual Harassment Policy

20-l. Coverage. All employees.

20-2. Policy. No employee shall exercise respolitsgisi or authority in such a manner as
to make submission to unwelcome sexual advanagseses for sexual favors or other
verbal or physical conduct of a sexual naturera @ra condition of employment within
the Town. No employee shall engage in verbal osjglay behavior of a sexual nature
where such conduct has the purpose or effect @asonably interfering with an
individual's work or performance or creates amirdating, hostile or offensive
environment. The Town’s sexual harassment poliaydsided here by reference. This
policy shall be posted in Town Hall, and distrilzlte each employee annually.

21.0 Safety
21-l. Coverage. All employees.

21-2. Policy. The Town shall make a reasonablaretd provide and maintain safe
working conditions.

21-3. Procedures. As appropriate, and subjeaidgdt restrictions, employees shall be
provided with necessary safety equipment and eigttiEmployees shall be required to
wear and use safety equipment at all times whitkettaking the work for which the
equipment is furnished. There shall be no excegtion

21-4. Responsibilities of Department Heads and Byaas.
(a) Department Heads and Appointing Authoritiesragponsible for the safety of the
working areas within their direct control, and $h@commend correction of

deficiencies noted in work procedures, facilitesfety clothing or equipment, or
attitudes; insure the availability and utilizatiohappropriate protective clothing
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and equipment; observe working conditions and fietitedures to prevent
possible safety hazards; and investigate and rapi@tcidents promptly.

(b) Each employee shall observe all safety rulpsrating procedures, facilities,
safety clothing or equipment; report unsafe areasditions, or other safety
problems; report all accidents promptly to the appate supervisor.

21-5. Disciplinary Action. Employees violatingfsty rules, practices and policies may
be subject to disciplinary action.

22.0 Standards of Conduct

22-l. Coverage. All employees.

22-2. Policy. Town employees shall avoid any acti@t might create the impression of
using public office for private gain, giving pre¢atial treatment to any person, or losing
impatrtiality in conducting Town business. Employass expected to conduct themselves
in a manner that in no way discredits the Town Jipudfficials or fellow employees.

23.0 Disciplinary Policy

23-l. Coverage. All employees.

23-2. Policy. All employees are responsible fasa@iing regulations necessary for proper
operation of Town departments. Disciplinary actishall be the responsibility of
supervisors, Department Heads, and appointing &tigso who shall exercise their
responsibility with discretion and with concern the employee.

23-3. Reasons for Disciplinary Action. Discipligaction may be initiated for failure of

an employee to fulfill responsibilities as an enygle. The following, while not intended to
be all inclusive, shall be sufficient cause forcghnary action:

(a) Incompetence or inefficiency in performing assigdates.

(b) Inability to perform one or more critical elemenfghe position.

(c) Refusal to perform a reasonable amount of workaation of any reasonable
official order or failure to carry out any lawfuhé reasonable directions made
by a proper supervisor.

(d) Habitual tardiness or absence from duty.

(e) Falsification of time sheets or any other offidacuments.

(H) Use or possession of controlled substances (asedeafit MGL 94-C) or
alcohol during working hours.
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23-4.

(g) Misuse or unauthorized use of Town property.
(h) Fraud in securing appointment.

(i) Disclosure of confidential information.

() Abuse of sick leave or absence without leave.

(k) Violation of safety rules, practices and policies.
() Violation of the Town’s sexual harassment policy.
(m) Violation of the State conflict of interest laws.

Disciplinary Procedures. Department Heads andrsigoes shall be responsible for
enforcing rules and regulations. Disciplinary actéhall include only the following:
oral reprimand, written reprimand, disciplinary lpation, suspensions, and discharge.
Transferring an employee may be done wheneverdsieifiterest of the department

or Town would be served. The severity of an infoacshall dictate the level of
disciplinary action imposed. There is no requirentieat every step be followed. So-
called “progressive discipline” assumes the offeag®t a serious one. Common
sense and the nature of an employee’s misconducteqaire starting at a higher
level of discipline, even with discharge.

(a) Oral reprimand. A Department Head observingpadf an employee warranting
disciplinary action may issue an oral warning ® ¢imployee. The oral warning
shall be presented with maximum regard for miningzembarrassment to the
employee and shall include a statement concerhmgurpose of the warning.
An oral reprimand shall be noted in the employpetsonnel file.

(b) Written reprimand. If an oral warning shalllfia correct an action warranting
disciplinary action, the Department Head shallésswvritten warning
including reasons for the warning and an offerssigtance on the part of the
Department Head in correcting the unsatisfactdoason. A copy of the
written warning shall be placed in the employeelspnnel file and carry a
specified period in which the behavior shall beriowed. The written warning
shall be provided to the employee.

(c) Disciplinary Probation. If a written warnifgls to correct the situation the
employee may be placed on disciplinary probatierafperiod of up to three (3)
months by the Department Head or Appointing AutiyoA written notice of
such probationary period shall be provided to thpleyee. A copy of such
notice shall be included in the employee's perddiiae
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(d) Suspension. At the discretion of a Departridd, and with sufficient cause,
a Department Head may suspend an employee withgubpa period or
periods not to exceed twenty (20) working daysin tavelve (12) month
period. Suspension may be in lieu of oral reprighavritten reprimand, and
disciplinary probation and may be effective imméslia Within forty-eight
(48) hours of the effective date of the suspengieremployee shall be
provided with a written notice stating the reastmmsand the length of the
suspension. A copy of such notice shall be providete Personnel Board.

(e) Discharge. An employee may be dischargedrisatisfactory job
performance, violation of Town regulations, or afighausting other
disciplinary procedures. The decision to dischamgemployee shall be
initiated and approved by the Department Head guofging Authority after
review by the Personnel Board. The Department Idball provide the
employee with a written notice stating the reasoreasons for the discharge
and the effective date of the discharge. A copsuah notice shall be provided
to the Personnel Board.

24.0 Termination of Employment

24-1. Coverage. All employees.
24-2. Policy. To maintain a fair and equitable pplas it pertains to termination.
24-3. Classifications.

(a) Layoffs (including termination due to financgdigency)/Furloughs/Military
Service. Employees will be eligible to receivevatation pay as outlined in 11-
4 and Sick Leave Benefit as outlined in 12-6.

(b) Resignation. Employees are expected to pratied own with a written notice
of resignation at least two (2) weeks prior toltdst day worked. The two (2)
week period shall be exclusive of sick leave ofatian leave. The Appointing
Authority, with the approval of the Personnel Bqardy waive the need to
work any or all of the two (2) week period. If ttveo (2) week period is
waived, the employee will still be paid at theiguéar rate of pay for that time.
Employees are eligible to receive all vacation gayutlined in 11-4 and Sick
Leave Benefit as outlined in 12-6.

(c) No call, no show/ Resignation with less thameks’ notice. An employee will
be considered to have resigned his position i&lie fo report to work or call in
for a period of three (3) consecutive workdays. Exyges will be eligible for
only vacation earned but not granted in the prearyl1-4(b) and Sick Leave
Benefit 12-6.
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(d) Termination for cause. Employees will be eligibnly for vacation earned but
not granted in the prior year 11-4 (c).

24-4 Performance Evaluation. A performance evaluas required at separation.
Satisfactory evaluation at separation is requicedéhire, with the right to appeal to the
Personnel Board.

24-5. Rehire/Recall

(a) Recall. If an employee is recalled within twelv@)inonths of his termination
date, he/she will be reinstated with no loss ofes@y with regards to benefits
covered within this By-law, including longevity paynd personnel records.
(See also Section 11-8)

(b) Military Discharge. If application is made withi® @lays of discharge, the
employee's original hire date will be reinstatethwio loss of seniority with
regards to benefits, longevity pay and personroalros.

(c) Rehire. If an employee is rehired within one ydaeamnination, after
completion of a period equal to the length of texation, or the probationary
period, whichever is longer, the employee will bmstated with no loss of
seniority with regards to benefits covered wittiis By-law, including
longevity pay and personnel records. (See alsadbeti-8)

(d) After reinstatement of original hire date an empl®ynay elect to "Buy Back"
his earned sick days by repaying any benefits foanim under the Sick Leave
Benefits 12-6.

(e) Vacation payment made to such employee for accraeation during the year
which termination occurred will be considered tignanted upon reinstatement.

25.0. Grievance Procedure

25-l. Coverage. All employees.

25-2. Policy. Employees shall have the right tofepwith the Personnel Board on any
matter that is covered by personnel policies. Térséhnel Board shall have the power to
adjust grievances that do not require the experddfifunds in excess of available
appropriations.

25-3. Grievance Procedure. Grievances shall redataproper application of the
personnel By-law or disciplinary procedures. Grimes shall be resolved in the following
manner:

(&) Employees are encouraged to discuss any roéitiespute with a Department
Head in a mutual effort to resolve any problem @umderstanding. Failing
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(b)

to resolve any grievance in an informal mannerqggrieved employee may
present a grievance in writing to a Department Headg with all pertinent
information relative to the grievance and indicgtihe relief that is desired.
The Department Head shall within seven (7) worklags of receipt of a
grievance provide an answer in writing to the aggrd employee, a copy of
which shall be provided to the Personnel Board.

If the grievance has not been resolved as geovin (a) above, the aggrieved
employee may within seven (7) working days afteeigt of the written
answer from the Department Head or within fiftel®) forking days after
presentation of the grievance to the DepartmentHa&sent the grievance
in writing to the Personnel Board. The Personne&rBahall schedule a
hearing on the grievance and shall answer theanea/within twenty (20)
working days after its receipt. The Department Haad employee shall have
the right to attend such hearing.
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26. 0_Classification and Compensation Plans (Effe¢iovember 15, 2011)

26.1 Year Round Classification Plan

GRADE A Administrative Clerk |

GRADE B Administrative Clerk Il
Circulation Assistant
Janitor

Kitchen Manager
GRADE C Administrative Assistant |

GRADE D Highway Superintendent Assistant
Head of Circulation (4/8/08)

GRADE E Administrative Assistant Il

Animal Control Officer
Data Collector
Reference/Technology Librarian (4/13/10)

GRADE F No Position Assigned

GRADE G Assistant Director Council on Aging
Park & Recreation Director (4/13/10)

GRADE H Patrol Officer
Outreach Worker, Council on Aging (4/13/10)
Assistant Librarian (4/13/10)

GRADE | Police Corporal
Board Administrator
Local Building Inspector ( 4/10/12)

GRADE J Police Sergeant
Library Director
Principal Assessor
Director of Council on Aging
Health Agent

GRADE K Inspector of Buildings
Police Lieutenant (11/15/11)
Town Accountant

GRADE L Town Administrator (4/13/10)
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Treasurer (4/8/14)
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26.2 Classification Plan— Seasonal (Effective Jul2d10)

GRADE

GRADE

GRADE

GRADE

GRADE

GRADE

GRADE

GRADE

A

B

Library Page (4/13/10)

Parking Lot Attendant
Laborer

Beach Sticker Seller

Assistant Recreation Instructor
Summer Parking Officer (WTPD)
Parking and Traffic Coordinator
Tennis Attendant

Assistant Swim Instructor
Tennis Instructor

Highway Dept. Laborer
Lifeguard

Swim Instructor

Recreation Instructor
Summer Patrolman (WTPD)

Acting Summer Program Director
Recreation Director

Summer Program Director

Security Personnel
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26-3 Year Round Pay Sched(feparate Document prepared by Town Accountant)

26.4 Police Pay Schedul8eparate Document prepared by Town Accountant)

26.5 Seasonal Pay Sched(feparate Document prepared by Town Accountant)
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